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9003 FOB JWSWtMIOI Otr OFFICE OF P3RS0NKIL 

Hie Office of feraoanel la charged with responslbilS fey for the develeo- 
neat and administration of the Agency's personnel program. An its -itit 
suggest® , this Office is engaged in the usual activities of recruit aerd . 
assignment, counseling and other si>^>loyee services, and reaordkeepi ig . We 
have adapted customary general programs to our own needs. 'These special 
features are the points I would like to bring out in talking with y n; today. 

We are necessarily excepted from cany of the cos®>etitive civil service 
rules including recruitment via Civil Service appointment . 8o ; rut \e r thai 

placing our personnel requirements before the Commission to be filled l’toa 
examination registers, we are ’out on the road ’ trying t© locate iaiivieualB 
who are interested in and qualified for work in the Agency, tfa share with 
most other employers, both private and public, the problems of otota Lninf 
sufficient qualified typists and stenographers and the competition e’er 
Junior professional talent in scientific and engineering fields. W : alto 
have need for more experienced people in highly specialised fields >r vj th 
usacosBon corah Inations of qualification® . While the number of peopl.* needs I 
in this latter category has decr eased as the Agency has frown up sa i developca 
its basic personnel resources, the relatively small number new need id tu a 
pretty difficult to find. 

In our clerical recrui truant , we rely largely on established contacts 
with high schools and business college* throughout the country. In the 
Junior professional group, particularly the Jfunior Officer Trainees re ray 
on established contacts at colleges and universities throughout the country. 
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About. 55 • li> of our appointees last year were obtained through the field 
recruitment activity I have just described.. Another 19-3$ visited the ^9cy 
headquarters on their ova initiative, the remaining 2k. were referred to 
ue by other ass&ers of the Agency or frees other sources. 

Recruitment and assignment activity loans heavily on accurate position 
information to tell us what kind of people are needed. Our position e volt a* 
tioa unit is responsible for collecting job information which describes tw-t 
only the duties and responsibilities to be performed but also the t uallfica* 
tiona required (education, experience, and important personal cteracterisi ics } 
•ad any special working conditions. Booauae the injunction to the Dire rfcrr 
to protect intelligence sources end methods virtually precludes ouS side 
Inepeetion of our positions, we havre been exempted from the Class driest Lo* 

Act which covers most federal workers, this exewption places a bei.vy rmq-on- 
eibility on us to establish our own Job price tag*. As a matter dS policy 
we have conformed generally to 3© ves nmaat -wide wage structure- lot ermilq , 
we are moat sensitive to maintaining consistency within organisational clcmentr, 
and strict application of the principle of "equal pay for equal work". 

In addition to our- regular staff ee^doyeee, we use individual! in various 
contract categories. One unit of the personnel office is concerns* primarily 



with the preparation and review of contracts for these individuals and with 
providing personnel processing' service for staff personnel engaged in covert 
activities. 
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We algo have a military psusonael mit in the personnel office This 
division has taro main functions} first, to act as the requisition!; poin , 
to the several services and aa keeper of the salutary record* on el. milthuiy 
people detailed to us by the services. 

We have also set up a centrul processing unit to assist individuals 
who are travelling on Agency business. Host of this service is for eraplayoai: 
and their dependents who are departing for or returning frees assigns ents 
overseas. $hle activity is under the administrative supervision of trie 
personnel office hut provides a focal point for all the administrate vo pro- 
cessing attendant to foreign travel. Zn addition to necessary Agency piocaating, 

as arranging for travel and shipment of effects, medical examination tnc 
Inoculations, security brief ing, and so forth, this activity brief a traveler* 
on what to expect in such antlers as local living acoossaodatioo* , climate, 
stores, and so on. 

As a final and important social feature, I would like to tell you about 
our insurance and casualty affairs unit, gome years ago, we recognised that 
©ur employees were facing serious problems with various types of personal 
insurance because of the security restrictions placed upon them in diedosiag 
the place and nature of their work and because of some of the things they 
were required to do. We have succeeded in resolving many of these p cobleme 
ttorou^i group contrast* covering life, medleal/surgical, end travel policies, 

®ur most recent success in this field Is a travel policy with face value* 
frcaa $25,000 to $50,000 at annual, premiums from about $10 to about $ 55 . This 
policy afford# coverage on an annual, rather than trip, basis on any comma 
earner, Including MASS, whether scheduled or not. Hi order to protect the 
identity of our policy holders, wo have as nursed much of the work no &aall y 
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done by the underwrite: s, such as collection and record! tfc of premiums, 
and adjudication of claims. 

Bm casualty affairs unit assists employees or their families tvs to 
their rights and benefits in oases of personal emergency or misfortune, such 
as Illness, injuiy or death and in retirement. Hhile not an eweryfisy ooei-rrence, 
the unusualness of some of thoir services is illustrated by the cat e of eu 
employee who died overseas in which, because of a masher of security, c m r 
and personal factors, required that we take oare of all the funeral irr uk e- 
meats, this unit also handles claim® for benefits under the Ihdenl taolcyees 
Ccmqpens&tion Act and medical expense benefits authorised by our <sm- Act 
for personnel assign#! overseas . 

To sum up, we have all of the usual responsibilities for providing a 
program of personnel adsdni strut ion and, in many instaaoas, we have assisted 
responsibilities which -are unheard of in the old line Government 34 enay Ifcace 
extras, if you will, are the personal services which w© render for our . ®opl e 
to the end that security is maintained and that we make CIA the v®y test 
possible place to work. Shis is in kaopiag with the theme that uns writes :h 
efforts j to establish and maintain in CIA a staff of career personal. 

She development of this career system has provided the framework w-tlii. 
which the individual daman ts of our personnel program are designer . Tnn 
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who have already daaonstratod their suitability for career employs* nt. Aj pi-oxi* 
25X1 mutely 1 | roore will be selected ns of the end of Hard*. Concurrent! , m 

have set dp a number of programs affecting Individual development, rota ..it n, 
and training. 
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this end, we had selected into the Caroer Staff as of January 




